DOCUMENT RESUME 



ED 306 737 



EC 212 801 



AUTHOR 
TITLE 



INSTITUTION 
SPGNS AGENCY 



PUB DATE 

GRANT 

NOTE 

PUB TYPE 

EDRS PRICE 
DESCRIPTORS 



Baumgart, Diane; And Others 

Job Preparation: A Curriculum Manual for Students 
with Mild, Moderate or Severe Handicaps. Secondary 
Transition and Employment Project: STEP. 
Idaho Univ., Moscow. Dept. of Special Education. 
Idaho State Council on Developmental Disabilities.; 
Office of Special EduCvHtion and Rehabilitative 
Services CO), Washington, DC. 
87 

G008430013 

llOp.; For related documents, see EC 212 791-800- 
Guides - Non-Classroom Use (055) 

MF01/PCC5 Plus Postage. 

Basic Skills; High Schools; Interpersonal Competence; 
'^Job Placement? ^Mild Disabilities; On the Job 
Training; ^Severe Disabilities; '^Student Educational 
Objectives; Student Evaluation; * Vocational 
Education; Vocational Rehabilitation; '^Work 
Experience Programs 



ABSTRACT 

The Job Preparation curriculum guide, developed by 
the Secondary Transition and Employment Project (STEP) in Idaho, is 
designed to provide students with mild, moderate, or severe handicaps 
in grades 10, 11, or 12 with hands-on training for a specific job 
chosen by the student and parents in previous career and work 
exploration activities. Completion of the Job Preparation phase 
culminates in placement in an on-going job and establishment of 
eligibility for adult support services. Goal 1 establishes a 
transition plan for the student. Goal 2 requires that the student 
apply job-seeking skills learned as part of Career Focus to obtain a 
job placement. Goal 2B provides for placing a student on a job 
training site consistent with his or her interests and abilities if 
the student cannot ob*-ain a job independently. Goal 3 establishes 
procedures for determining training needs. Goal 4 aims to teach job 
skills and work-related social and academic skills, and involves 
adult service providers in the job training process. Goal 5 
establishes a system for monitoring the student's progress on the job 
and Goal 6 invol'^es evaluating the Job Preparation program through 
interviews with employers and students. A description and a listing 
of responsible persons, materials/forms, products/outcome, and 
suggested start/completion date are provided for each suggested 
activity. Appendixes provide forms used in implementing each goal. 
(DB) 
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JOB PREPARATION 
FOR STUDENTS WITH MILD, MODERATE AND SEVERE HANDICAPS 

Job Preparation is designed to provide students with hands-on training 
for a specific job that the student and parents have chosen based on 
previous career and work exploration activities. This phase of the 
curriculum is an extension of Career Focus and provides an advanced level 
of trainifig on each student's chosen job or jobs. With the completion of 
the Job Preparation phase of the curriculum, students should: 

1- Be placed on a job at which he or she will work after exiting high 
school , and 

2. Establish eligibility for support services f vocational, residential, 
transportation, recreation/leisure, financial) from adult service 
providers such as Vocational Rehabilitation and Health and Welfare 
and arrange for essential follow-up throughout adulthood* 

For students with mild handicaps, Job Preparation activities typically 
occur in the 12th grade and provide one year of training on a specific job. 
For students with moderate and severe handicaps, the Job Preparation phase 
of the curriculum should occur during the last 2-3 years of school. 
Training may take place on a combination of jobs and students may actually 
share job placements. On-the-job training allows students to apply skills 
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learned as part of Career Focus and provides a means for teachers to assess 
and reteach skills as needed by students. If a student is unable to 
perform a skill, adaptations to materials or routines are created to 
facilitate participation in the activity. 

Goal 1 establishes a transition plan for the student which determines 
the types of activities in which he or she will engage during his or her 
last yearCs) m school. Goal 2 requires that the student apply job-seeking 
skills learned as part of Career Focus to obtain a job placement in the 
community; alternatively, Goal 2B provides for placing a student on a job 
training site consistent with his or her interests and abilities if the 
student cannot obtain a job independently. Goal 3 establishes a procedure 
for determining training needs. Goal 4 is designed to teach job skills and 
work-related social and academic skills, and involves adult service 
providers in the job training process to ensure a rnooth transition from 
the school program to follow-up by appropriate agencies. Goal 5 
establishes a system for monitoring the student's progress on the job. 
Goal 6 involves evaluating the Job Preparation program through interviews 
with employers and students. 

Goals 1,2,3,5, and 6 are designed for students who can independently 
secure employment, who will require little training or supervision on the 
Job, and who will not require long-term followup by adult service 
providers. 
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Goals 1,28,3,4,5, and 6 are appropriate for students who will 
require more assistance obtaining a Job and learning work skills and who 
are likely to require ongoing support services after exiting high school. 



STEP: University of Idaho 



JOB PREPARATION 
FOR STUDENTS WITH MILD, MODERATE, AND SEVERE HANDICAPS 



GOAL 1: The student, the parents, and the instructional team will 

?f u.i ^l^" student's transition to employment after 

exiting high school . 

Activities; 

1. Conduct the annual parent and student Interview. 

2. Prioritize Job preferences. 

3. Determine the level and type of assistance needed during Job 
Preparation to obtain job and learn skills. 

4. Target ongoing support service needs (vocational, recreation/ 
leisure, residential, finacial, etc). 

5. Involve student, parents, appropriate adult service providers in 
developing a transition plan. 

6. Develop short-term objectives for the year. 



GOAL 2: The student will independently obtain a Job in his or her 
Activities; 

1. Identify job openings in career area. 

2. Obtain appl 1 cat ion. 

3. Complete applications. 

4. Follow-up on job openings. 

5. Interview for Job. 

6. Negotiate training agreement. 

7. Arrange transportation. 

8. Re-evaluate career choice if necessary. 



GOAL 2B: If the student cannot obtain work independently, he or she will 
placed on a Job consistent with his or her interests and 
abilities. 

Actlvltieg; 

1. Obtain site. 

2. Explore payment system/employment incentives. 

3. Negotiate training agreement. 

4. Arrange transportation. 
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STEP: University of Idaho 



GOAL 3: The student's training needs will be determined. 
Activities: 

1. Inventory Job at worksite. 
2« Begin training. 

3. Conduct discrepancy analysis. 

4. Develop training plan. 



GOAL 4: The student will learn the skills required to perform the job. 

Activltieg: 

1 . Teach job ski 1 Is. 

2. Teach social skills. 

3. Review job-seeking skills. 



GOAL 5: The student will be monitored and supervised on the work site. 
Activities: 

1. Monitor student (Data Collection Form). 

2. Obtain employer evaluations. 

3. Have student sel f~evaluated. 

4. Obtain work coordinator evaluation. 

5. Review evaluations with student. 

6. Send monthly progress report to adult service provider. 

7. Transfer responsibility for training supervision. 



GOAL 6: The Job Preparation program will be evaluated. 
Activites: 

1. Obtain program evaluation from employer. 

2. Conduct exit interview with student. 

3. Thank employers for participating. 
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STEP: University of Idaho 



Job Preparation 



Suggested Goals and Activities for Students ulth Mild. MorierAtp 
and Severe Handi>-:aD3; 



CQftL 1 The student, the parents, and the instructional team 
will finalize a plan for the student's transition to employment 
after exiting high school. 



ACTIVITY 1 ; Conduct the annual stud3nt and parent Interview. 
Responsible Person; The Instructional Team 

Material g/Formgi Sample parent and student interview forms are 
contained in the Appendix for Goal 1. 

ProdUCtg/Qutgomg • Current information about student 
preferences, parent and student priorities, and future plans. 

Suggested Start/Completion Date; The interviews should be 
conducted annually, beglnnnlng in 7th, 8th or 9th grade. 



ftCTIVITY 2' Based on Career Exploration, Work Exploration, and 
Career Focus activities, prioritize the student's job 
preferenc *s. 

Responsible Person ; student with assistance from Instructional 
Team. 



Mater I a 1 s/Forma ; Information gathered from earlier phases of 
the STEP curriculum. 

Productg/Outcome; A prioritized list of jobs the student would 
1 ike to have. 

Sugqeated Start/Completion Hate; Beginning of 12th grade for 
students with mild handicaps, or during the last 2-3 years 
of school for students with moderate or severe hand'-:aps. 
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STEP: University of Idaho 



ACTIVITY 3: List the type and level of assistance the student 
will require during the Job Preparation phase to obtain 
employmcMt and learn Job skills* 

Some STUDENTS WITH MILD HANDICAPS will be able to obtain 
work independently and receive training from the employer or 
co-workers . The school work exper i ence coordi nator mon 1 tors 
training, suggests adaptations, and provides classroom 
instruction which suppports the training that occurs on site. 
MOST STUDENTS WILL REQUIRE SOME ASSISTANCE obtaining work and 
will need the school work experience coordinator to provide on 
site training, adaptations, and supervision, which can be 
gradually faded out. Students WITH MORE SEVERE HANDICAPS will 
require placement assistance and continuous support from the 
school work experience coordinator; responsibi 1 i ty for 
providing on-going services must be transferred to an adult 
service agency before these students exit high school. 

RegPQng 1 b 1 e Person >. student, parent, and the Instructional 
Team. 

Matgrlalg/Fgrms* information from annual parent and student 
interviews and school records, including work evaluations. See 
Appendix for a summary form. 

Produrts/QutjgQniggs A list of vocational assistance needs to 
be used in preparing the transition plan. 

Suggested Start/Completion n;^^^! Beginning of 12th grade for 
students with mild handicaps, or during the last 2-3 years 
of school for students with moderate or severe handicaps* 



ACTIVITY — ll List any other support services the student 
currently requires and/or will require after exiting high 
school to function in his or her conununity. Consider the 
student^s financial , residential , and recreation/leisure 
needs. 

ReaPOna l ble Person; . Parents, student, and Instructional Team. 

Ma t er i a 1 a/Formg * Inf ormat ion from annual parent and student 
interviews and school records, including life skills 
assessments. 

PrOClUCta/C?UtCQmeg* a list of current and future assistance 
needs to be used in preparing the transition plan. 

Suggested Start/CompleUon Date: Beginning of 12th grade for 
students with mild handicaps, or during the last 2-3 years 
of school for students with moderate or severe handicaps. 
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ACTIVITY 5* Involve the students, the parents, and appropriate 
adult service providers in finalizing a transition plan. See 
STEP Transition Manual Goals and Objectives for Students aae 
17-21. 

ReaPOngible Pergon;, student, Parents, and Instructional Team. 

Materia la/Forms; Transition Plan (See sample in Appendix for 
Goal 1 for a sample transition form). 

Products/Out comes: A final transition plan. 

Suggested Start/Completio n Datet Beginning of 12th grade for 
students with mild handicaps, or during the last 2-3 years of 
school for students with moderate or severe handicaps. 



ACTIVITY Develop short-term vocational objectives for the 

year based on the transition plan. 

Responsible Person ; Instructional Team. 

Materials/Fornis: An IIP <A sample is included in the 
Appendix for Goal 1). 

ErQdUgtg/OutgQmgg: An IIP for appropriate vocational 
programming for the current school year. 

Suggested Start/Completi on Date: Beginning of 12th grade for 
students with mild handicaps, or during the last 2-3 years of 
school for students with moderate or severe handicaps. 



Coal 2> If appropriate, the student will independently obtain 
a paid Job in his career area by using the job seeking skills 
he has learned in Career Exploration and Career Focus. A time 
1 imi t C for exampl e, four weeks) may be set after which Job 
placement assistance will be provided by the instructional 
team. 
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STEP: University of Idaho 



ACTIVITY 1: Identify Job openings and potential openings using 
skills learned as part of Career Exploration (i.e., using 
community resources, the newspaper, telephone book and friends 
and family to locate Job openings). 

Regponaible^ Person ; Student with assistance froj Instructional 
Team as needed. 

Mater ialg/Forms Review lesson plans from Career Exploration 
relating to use of community resources. 

Products/Outcome ; A 1 ist of businesses to contact. The 
student will have the opportunity to practice using community 
resources^ the teacher will be able to assess the student^s 
mastery of these skills. 

Suggested Start/Co mpletion Date : 



ftCTIVITY 2* Obtain application forms from businesses that have 
Job openings or that typically hire high school stvjdents. 

Responsible Pffraon: Student with assistance from Instructional 
Team. 



Materials/Forms; Review Ca reer Focus 1 esson plans on 
Job-seeking ski 1 Is. 

Frodv^^ts/Outcome: The student will have the opportunity to 
practice Job-seeking skills learned as part of Career Focus; 
the teacher will be able to assess the student ^s mastery of the 
skills. 

Suggested Start/C ompletion Date : Beginning of 12th grade for 
students with mild handicaps, or during the last 2-3 years of 
school for students with moderate or severe handicaps. 
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STEP; University of Idaho 



ACTIVITY Fill out and return application forms to 

emp 1 oyers, 

Reaponalblg Pgrsoa^ student with assistance from Instructional 
Team. 



Mater lalg/Forms: Review Career FnnuR lesson plans on 
J ob-seek i ng sk i 1 1 a . 

PrQdUgtg/OutCQfne^ The student will have the opportunity to 
practice job-seeking skills learned as part of Career Focus; 
the teacher will be able to assess the student''s mastery of the 
sk i 1 1 . 

Suggested Start/Compl et ion DatP: Beginning of 12th grade for 
students with mild handicaps, or during the last 2-3 years o£ 
school for students with moderate or severe handicaps. 



ACTIVITY 4- Follow up on Job openings by telephoning the 
employer to obtain information on the status of any job opening 
and to request an Interview. 

ResPOnslblg Pgrf?on^ student with assistance from Instructional 
Team. 



Matftr l alg/Fgrms ^ Review Career Focus lesson plans on 
Job-seeking ski 1 Is. 

PrQdUgtg/Qutcomft^ The student will have the opportunity to 
practice job-seeking skills learned as part of Career Focus; 
the teacher will be able to assess the student's mastery of the 
sk i 1 1 . 

Suggested Start/nnT^p jetlon Datf> ; Begi nning of I2th grade for 
students with mild handicaps, or during the last 2-3 years of 
school for students with moderate or severe handicaps. 
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STEP: University of Idaho 



ACTIVITY 5; The student participates in one or more employment 
interviews to obtain a job, 

Rftflponglble Peraong: Students, employers* 

Material a/Forms* Review Career Focus lesson plans on 
Job-seeking skills if necessary, 

Productg/Out cornea; The student obtains employment, 

SliQqested Start/Completi on Date; As interviews are scheduled 
by employers. 



flCTIVITY 62 The school work exper 1 ence coordi nator < or 

special education teacher) visits the work site by appointment 
to explain the Job Preparation program, clarify wage and 
hour or liability issues, negotiate a training agreement, and 
set a time to conduct a job skill inventory. The coordinator 
may elect to discuss hiring incentives (such as Targeted Jobs 
Tax Credits or Job Training P=irtnership Act funds) with the 
employer if the student is eligible and has no objections to 
being identified as such, 

Respons 1 b 1 e Person : School Work Experience Coordinator and 
Employer, 

Matgrlalg/Forms* Informat ion brochures on the Job Preparat ion 
program ^nd employer incentive programs; a training agreemr?nt 
detailing the responsibilities of the student, school district, 
and employer <a sample agreement is contained in the Appendix 
for Goal 2), 

Video tapes discussing these issues are avilable from STEP, 

PrQdUC t a/Qu t COmeg * Employer^'s questions or concerns are 
addressed. 

A training agreement is prepared. 

Suggested Start/Complg^ jpn Da^f^ As scheduled by the employer. 
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STEP: University of Idaho 



ACTIVITY 7^ Tranportation to the Job Is arranged. The 
student should learn to use the transportation which will 
typically be available after graduation from high school, 
including car pooling, walking and hiking. 

ResDonaible Persong: Student, with assistance if necessary, 

Matgriala/Forms: None, unless the district requires written 
parental permission for the student to travel from campus to 
the work site, 

PrQdUgtg/QuWomgg: The student has a reliable means of 
transportation to work. 

Suggested Start/Completion Date: Prior to the first day on the 
job. 



ACTIVITY 9* If the student is unable to obtain a paid job 
within the time limit set, the team members and student should 
evaluate the reasons why the student was not able to find a job 
(for example, poor job seeking skills, inadequate experience, 
low turnover in this career area, or a depressed job market). 
The student can interview employers and Job Service personnel 
about the potential job market in the area for his career 
choice. The student and teacher may want to re-evaluate the 
student-'s career choice or desired living area based on this 
inf ormat ion . 

Responsible Pergog^: Students and the Instructional Team. 
Materlal s/Formg : None. 

Products/Outcomeg! A decision can be made to provide additional 
training in Job-finding skills, assist the student in obtaining 
a J ob in hi s/her preferred career < see Goa 1 2B ) , or exp 1 ore 
other job options which may be available to the student. 

Suggested Start/Completion Date: During 12th grade, or last 
years i n school . 



gQAL If the student cannot obtain work independently, he 

or she will be placed on a job consistent with his or her 
interests and aptitudes receive assistance to locate. 
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STEP: University of Idaho 



ACTIVITY 1; Based on information about the student's 
interests, aptitudes, strengths, and needs obtained in Goal 
1, approach community employers with the student about placing 
the student on a Job or training site. 

Respongible — Person; instructional Team member (school work 
experience cooordlnator or special education teacher). 

Matgria, S/Forms- Review student's transition plan and short 
term goals. 

Products/Outcomea; Appropriate placement. 

Sugqestgd Start/Completion Date; During 12th grade, or 

student's last years in school. 



ACTIVITY — Zi After a Job site has been arranged, the 
instructional team, adult service provider Clf appropriate) and 
employer will discuss and implement a payment system using 
Targeted Job Tax Credit, JTPA, a sub-minimum wage certificate, 
or other payment programs. The Chamber of Commerce or the 
local office of the state department of employment (Job 
Service) can provide information about employer incentives. 

RgSPOnslblg — Person: Instructional Team, Employer, Adult 
Service Provider. 

Matgrialg/Formg; Consult the Idaho Individual Transition Plan 
manual (State Department of Education, Len B. Jordan Office 
Building, Boise, ID, 1985) for a summary of employer 
incentive programs. 

ProdUgtg/Qutcome ; a support system that will benefit both 
student and employer. 

SuqqgStgd Start/gcmPlgt i gn Datg ; After a job has been secured. 
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STEP: University of Idaho 



ACTIVITY 9^ Work out a training agreement between the school 
district, the employer, the adult service provider and the 
student delineating specific responsibilities of each party and 
the days, hours, and duration of work experience. Make an 
appointment to conduct a Job ski 1 1 inventory at the work 
site. 

RegPQnsl bl e Person * Instructional Team, Student, Employer, 
Adult Service Provider. 

Ma<;erla]3/Form3: An example of a training agreement may be 
found in Appendix Goal 2. 

Products/Outcome : A completed training agreement. 

Suggested Start/Completion Date: After a job has been secured. 



ftCTIVITY 4' Arrange transportation to the job site. Students 
should learn to use the transportation that will typically be 
available to them after graduation from high school. This may 
involve using their own car, carpooling, riding a bicycle, 
taking a bus or a taxi, or walking. 

Regponslb] g — Pergpn: student, with assistance from 
Instruct ional Team. 

Matgrialg/FQrmg> Schertule of work times and days. 

Suggested Stat-t/r!9f pPletion Date : After a job has been secured. 
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STEP: University of Idaho 



SQftL 3 The student's training needs will be determined. 



ACTIVITY 1; Conduct a Job analysis/inventory of the Job on 
which the student is placed, including any math, reading, 
communication, and social skills that are needed to perform the 
Job. Note an average production rate and quality standard for 
typical nonhandi capped workers at the work station. Obtain 
other pertinent information about the Job including a job 
description, time card, and rules and regulations. 

Respcnffihlg Person ^ instructional Team member (work experience 
coordinator or special education teacher). The student should 
be involved In assessing the requirements of the Job site to 
the degree he or she is able to participate. Students who have 
systematically observed work during Career and Work Exploration 
phases should be able to identify Job tasks and essential 
skills and to evaluate their training needs. 

Materials/Forms; Refer to the Appendix for Goal 3 for a more 
detailed description on how to perform a Job skill inventory. 

PrcdUCtg/QijiiCQnie.: A sequential listing of the steps involved 
in completing a specific Job that can be used to perform a 
vocational assessment and construct an individualized 
instruuctlonal program for each student. 

Suggested Star VComp] ftt I on Daifi: By appointment with th^ 

employer, preferably before the student begins work. 



ftCTIVITY Z '- Provide or monitor 2-3 training sessions on site to 
establish a baseline level of performance. 

ReaPOnglblfi — 2£LSQn.'' instructional Team member (work 
experience coordinator or special education teacher) or 
Employer and Student. 

Mater i al 8/FQrn)f ii: Refer to the Job skill Inventory completed in 
Activity 1 as a guide to Job tasks to be performed. 

ProdUCtS/Qutgomft : An opportunity for the student to become 
familiar with Job tasks prior to assessment. 

SugqesUd Start/Coinpletlon nat^ : when the student begins work. 
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STEP: University of Idaho 



ftCTIVITY — 2j Conduct a student discrepancy analysis to 
determine the skills the student is able to perform on the Job 
and the skills for which the student will need training. 

RggpQnaifc?lg Person? instructional Team member (work experience 
coordinator or special education teacher) and Student. 

Ma<;grlalg/Formg; Job skill inventory completed for Goal 3, 
Activity 1 above. 

PrgtiMgtg/Qvitgpme • An analysis of the student's strengths and 
weaknesses that can be used to prepare an individualized 
instructional program. 

Suggggted Start/Completion Date; After placement and initial 
training at job site. 



ACTIVITY 4; Devel op a training plan. Based on the student-'s 
skill and deficit areas determined by the job skills inventory, 
the instructional team member and employer will decide if the 
student-'s training goal will be to: 

a. do all of the job at a competitive level 

b. do all of the job with adaptations at a competitive level 

c. do part of the job at a competitive level 

d. do part of the job with adaptations at a competitive level, 
or 

e. do part or all of the job with adaptations if needed, 
at sub-minimum wage based on production race 

In addition to specific job skills required at the site (such 
as preparing vegetables for the salad bar), the training' plan 
should include instruction in job-related functional skills 
(for example, reading instructions or measuring to th^* ounce) 
and Job-related social skills (such as greeting customers and 
explaining a problem to the boss). 

For students who require little training, the employer may opt 
to assume responsibility for teaching job skills, with the 
instructional team member monitoring progress. For the 
students who require substantial training and/or adaptations to 
perform the Job and who require long term follow-up, the 
instructional team member may assume the primary responsibility 
for providing training and supervision. Prior to the studenf's 
graduat ion from high school , this responsibi 1 i ty may be 
transferred to an appropriate adult service provider. 

RggPOngiblg Pgrson* instructional Team member. Employer. 

Matgr i alg/Fgrma * An instructional Program planning form is in 
Appendix 3. 
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STEP: University of Idaho 



Productg /Outcome t Training plan. 
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Suggested Start/ Completion D;^^e : After placement and initial 
training at job site. 



goal 4: Train student on the job in skills identified from the 
student discrepancy analysis and from Career Focus activities. 

ACTIVITY 1 : Teach Job skills and job-related functional skills 
as specified in the training plan. 

Responsible Peraon : Instructional Team member. 

Mater ial a/Formg : Training plan. 

PrQdtigtg/QMtPOmg* The student will learn the skills needed to 
perform job tasks. 

Suaaested Starl^ /Compl et ion Date : As soon as student begins 
training at the job site. 

ftCTIVITY 2: Teach job-related social skills. The student 
should learn specific social skills which are required by the 
work setting (such as interacting appropriately with parents at 
a day care renter) as well as more general skills which can be 
applied across settings (such as asking for help, and working 
cooperatively with others). To the extent possible, the 
student should learn social perception and problem solving 
skills so that he or she can respond to situations 
appropriately in the absence of cues from the trainer. 
This phase of instruction should be a continuation of social 
skills programming which began In elementary school. 

Regponsible Person! Instructional Team member. 

MatgrUla/Forms; Job-speclflc social skills are Identified on 
the job skill analysis. For information on assessing and 
teaching general job-related social skills, see the STEP Social 
Skills Manual with accompanying assessment questionnaire and 
videotapes. 

ProdUgtS/Qvitggnig ^ The student is more socially competent on the 
job. 

Suggested Start/Completion p^i^g^ As soon as student begins 
training at the job site. 
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STEP: University of Idaho 



ACT I VITY ? i Continue to review Job-finding skills. Recognizing 
that few Jobs are permanent, the Instructional Team should 
continue to provide opportunities for the student to review Job 
finding ski 1 Is. 

ReaPQngible Pftrffon: instructional Team member. Student. 

Mater i al a^Forma : Refer to Career Fnrijs lesson plans. 

PrQdUCtg/OutffQme-- The student will be able to secure other 
employment when necessary. 

Suqqgated Start/Completion natf> i - soon as student begins 
training at the job site. 



QQAL 5 - Supervise and monitor student's progress on the Job. 
The emphasis should be on fading supervision as much as 
possible and increasing the student's ability to self-monitor 
his or her work. Also, the appropriate adult service provider 
may become involved in sharing the training and/or supervision 
of the student at this point. 

Provisions should be made to increase the amount of time the 
student spends on the- Job. This may involve 4-6 hours of work 
4-5 days per week if it is the student's last year in school. 



?i ^ ' Develop a monitoring schedule and monitor the 

,Ii >^ progress on the Job. The data collection form used 
should include the production rate and quality of work. Update 
and revise the training goals/ instructional programs as 
necessary. 

ReSPgnglblg Pgr«on ? instructional Team member. 

Material a/Forma ; Refer to the Appendix for Goal 5 for an 
example of a data collection form. 

Producta/Qutgomft : Depending on the level of supervision and 
training a student requires, a daily, weekly or biweekly 
evaluation of the student's progress on the Job fhat will help 
the trainer determine any needed changes in the instructional 
program or the amount cr type of supervision required. 

Suqqegted Start/Complettnn p ^ < ; g . Ag goon as student begins 
training at the Job site. 
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STEP: University of Idaho 



ACTIVITY 2^ The employer or supervisor is asked to complete a 
brief evaluation of the student^s Job performance. This should 
occur on a weekly or biweekly basis. 

Respons i ble Person : Employer, with the assistance of an 
Instructional Team member (work experience coordinator or 
special education teacher). 

Material a/Formg; A sample evaluation form is included in the 
Appendix for Goal 5. 

PrgdVtgtS/QytPgme: The evaluation wi 1 1 reveal the employer-'s 
perception of the student-'s performance and help the trainer 
determine the effectiveness of the instructional program. 

Suggested gtart/Cnm plet ion Date : Begin ning with the student-'s 
placement on site and ongoing on a weekly basis or as needed. 



ACTIVITY Have the student complete a self-evaluation form 
on a weekly or biweekly basis. 

JRggPQnsibIg — Eensoa: student wi th assistance from the 

Instructional Team member. 

Matgrtalg/Fgrmg : An example of a stuuent self-evaluation form 
is included in the Appendix for Goal 5. 

Productg/QijtniiXin?- The student develops skill in monitorinq his 
or her progress on the job. 

Suggested Start/Cnm piet ion nat^ : As soon as student begins 
training at the job site. 



STEP: University of Idaho 



^IVITY — 4: The Instructional Team member who provides 
training and supervison on the work site conducts an 
evaluation of the student. This occurs on a daily, weekly, or 
biweekly basis, depending on the level of supervision and 
training a student requires. 

Rggpgnsiblg Pftrffon; instructional Team member <vork experience 
coordinator or special education teacher). 

Material a^Forniffi A sample evaluation form is included in the 
Appendix for Goal 5. 

PrgdUgtS/QutffOmfti The evaluation will help the trainer 
determine any needed changes in the instructional program or 
the amount or type of supervision raquired. 

Suggested Start/Comp letion nate : Ongoi ng on a weekly basis or 
as needed. 



ACTIVITY g ; Discuss and compare the evaluations completed by 
the student, employer and instructional team member on a 
regular basis. 

RggPOns i blg Pgrson : instructional Team member, Student. 
Mater ials/Formflt Completed evaluation forms. 

ProdUgtS/Qutgomg i The student has an opportunity to compare 
his or her self-evaluation to the evaluations completed by the 
employer and work exploration coordinator. 



Suqqggted Start/CpmPlgt i on Datg : Ongoing on a weekly basis 
as needed. 



STEP: University of Idaho 



ftCTIVITY 6i Report the student's progress to the adult service 
provider who will oe taking over supervision of the student on 
the Job. 

RgflDonaiblg Pergoni Instructional Team member. 

Mater i a] a/Forma : Submit copies of all training evaluations 
(Activities 1-4 above) or prepare a monthly progress report. 
An example of a report is contained in the Appendix for Goal 5. 

Product S/Qutcomg '• Training information is shared \7ith the 
agency which will assume responsibility for follow-up after the 
student exits high school. 

Suggested Start/Completion HatP: Beginning with the student's 
placement and continuing until supervision is transferred to 
the adult service provider. 



ACTIVITY Z- For students who require and are eligible for 
long-term follow-up, transfer supervision/training 
responsibilities to the appropriate adult service provider as 
specified in the final transition plan. 

Responsible Person i Adult service provider. 

Mater ialS/Fgrmg-' Transition plan, student training plans and 
eval uat ions. 

Suggested Start/Complet Ion Date; just prior to the time the 
student exits high school. 



Goal 6; Evaluate the Job Preparation program. 



ACTIVITY 1 : Ask employers to evaluate the Job Preparation 
program. 

RegPOngible Person instructional Team member. Employer. 

Materiala/Formg? An example of an employer evaluation form may 
be found in the Appendix for Goal 6. 

ProdUCta/CJutcome input from employer which can be used to 
improve the Job preparation program. 

Suqqeated Start/Completion Pate: At end of the school year. 
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ftCTIVITY 2: Ask students to evaluate the Job Preparation 
program. This may be accomplished by having students complete 
an evaluation questionnaire or by scheduling an exit Interview 
with the student prior to graduation to obtain feedback on the 
strengths of the programs and areas which need Improvement. 

RegPOnaible Pgrson: instructional Team member. Student. 

Material a/Forms s An example of a student evaluation form may 
be found in the Appendix for Goal 6. 

ProdUCtg/Qutgome * input from student which can be used for 
program improvement. 

Suggested Start/Completion Date; At end of Lhe school year. 



ftCflVITY 3: Provide appreciation for employers'" participation 
in program. Examples of appreciation activities Include 
assisting students in: 

Writing thank you not »s or letters of appreciation 
Arranging an employer appreciation luncheon or banquet or 

individually taking employers to lunch 
Preparing certificates of appreciation for employers 
Publishing a letter of appreciation (listing cooperating 

employers) in local newspaper^s editorial section 
Contacting the newspaper to request a feature article 

Rggponsiblg Person; Students with input from the 

Instruct ional Team. 

Materia I g/Forms* A sample letter of appreciation is contained 
in the Appendix for Goal 6 along with a sample feature story 
which appeared July 27, 1987. 

Product 3/QutCQffiff : Employers are recognized for their efforts; 
students develop skills in showing appreciation. 

Suggested Start/Completion PAter End of the school year- 
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STEP M^UAL - JOB PREPARATION 



Goal 1: Acttvttx 1 



PARENT INTERVIEW 
(Option 1 -for Mild to Moderate) 

Directions: The Parent Interview -form can be sent home along with the Living Skills 
Checklist and a cover letter explaining how to ^ill the ^orms out. The -forms can 
then be discussed and completed, i-f necessary, at the parent meeting with the 
instructional team to develop long-term goals. An orientation meeting should be 
held be-fore sending home any -forms to explain the vocational curriculum and the 
hoped -for involvement o-f the parents this year and in subsequent years. 

Parentis Name ^ Student's Name 



Completed by _Date Completed. 



1. What do you want -for your son/daughter during the next year, in 5 years, a-fter 
graduation in the areas o-f recreation/leisure, vocational, community -functioning 
and domestic 1 iving? 
Next Year 

Recreation/Leisure 

Vocational ZIZZIZ!!^^Z^^^^^ZZI^^^^Z!^^I^ZZZZ^ZZIZ 

Summer Job 



Community Functioning 
Domestic Living 



High School 
Recreat ion/Le i sure 
Vocational 



Community Functioning 
Domestic Living 



./ter Graduation 
Recreat ion/Le isure 
Vocational 



Community Functioning 
Domestic Living 



2. What skills would you like your child to learn in school <e.g., math, reading, 
writing, spelling, job-seeking skills, job-keeping skills, doraestic living, 
community -functioning, etc.>? Please list: 



3. What most concerns you about the -future o-f your son/daughter? 
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STEP rVWUAL - JOB PREPARATION 

Goal 1: Actiuity i 
Page Two 

4. When your son/daughter made a transition in the past, e.g., ^rom one school to 
another, what were the problems encountered, if any? 



5. Are you aware of any community agencies that will or might be involved with your 
son/daughter? Do you plan on making or maintaining contact with them? 



6. What type of work do you think your son/daughter would like best? Explain. 



7. What type of work do you tnink your son/daughter would like least? Explain. 



8. What recreational/leisure facilities has your son/daughter utilized? Which ones 
would you like him/her to use? 



9. What community activities does your son/daughter participate in <e.Q. eating 
out, attending church, assi sti ng wi th grocery shopping, etc.)? 
What would you like your child to use? 
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STEP hWNUAL - JOB PREPARATION 



Goal 1j Activity 1 



Parent Interview 
(Option 2 'for Mild to Moderate) 



Parentis Name Student Name 



Completed by Date Completed. 



Directions: Please fill out this 'form as coftipletely as possible. This in^formation 
is important -for carrying out current programs at school and 'for 'future planning to 
meet the present and -future needs o-f your child. 

Degree o-f Independence; 

D = Dependent, needs maximal supervision 

SI = Semi -independent , needs minimal supervision 

I = Independent, needs no supervision 



I « Domest ic Domain 

A, What domestic activities (e.g. washes dishes, makes bed, etc.) does 
your child presently participate in at home? 

^ct i vi ty Degree o'f Independence 



B. Uhat domestic areas would you like your child to receive instruction 
in? Please prioritize the activities you would like to have taught 
this year (l=high priority, etc.) 

Dressing appropriately/choosing clothes 

Clothing care (including laundry, ironing, mending) 

Meal preparation 

Housekeeping 



Hygiene/grooming 
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STEP hWNUAL - JOB PREPARATION 

Goal 1: Activity 1 
Pag* Tno 

Health education (including diet/exercise, sex education) 

Other, please list 



II* Convnunity Functioning Domain 

A, What community activities does your child presently participate in 
<e.g, shops -for groceries, walks to local convenience store)? 

Activity Degree oi Independenc e 



B* What community -functioning activities would you like your child to 
receive instruction in? Please prioritize the activities you would 
like to have taught this year (l=high priority, etc-) 

Use public transportation 

Shop -for groceries 

Use shopping center/mall 

Pedestrian sa-fety 

Use restaurant 

Use public service agencies (post oHice, bank, employment 

-Agencies, etc.) 

U€tr public recreation ^acil ities <bowl ing, swimming, tennis, 

^?tc.) 

Schedule appointments for health and grooming needs 



ERIC 
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STEP r*WUAL - JOB PREPARATION 



Goal 1: Activity 1 
Page Three 



Other, please list 



III, Recreation/Leisure Domain 

A. What leisure activities does your child participate in at home (e.g. 
plays solitaire, participates in group games, reads, hobbies) 

Acyjn^ Degree o-f Independence 



B. What community leisure activities does your child participate in 
(e.g. bowls, uses YMCA, attends movies) 

^ct ivi Degree o-f Independence 



JO 
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STEP hWNUAL - JOB PREPARATION 

Goal 1: Activity 1 
Page Four 



C, What leisure activities would you like your child to receive 

instruction in? Please prioritize the activities you would like to 
have taught this year (t^high priority, etc.) 



Going to movies 

Attending spectator sports 

Participating in sports (individual or group). Please list; 



Usi ng 1 ibrary 

Attending concerts, plays 

Attending seasonal craft, art shows, etc, 

Participating in church activities 

Eat ing out 

Attending community events (parades, rodeos, etc.) 

Taking Parks and Rec. Dept. or continuing education classe^i 

Attending a-fter school social activities 



IV. Vocational Domain 

A. What chores does your child help with at home (e.g. 
(mows lawn, carries out trash, makes bed, etc.) 

Activity Degree oi Indeoendenc r. 
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STEP MANUAL - JOB PREPARATION 

Goal 1 ; Acti vi tx 1 
Page Fivt 

8. Uhat Jcbs does your child like to do? 



C. Uhat jobs does your child jjot like to do? 



D. Uhat types of work would you not like your child to perform at 
school or in the community? 



V. Additional Information 

A. Uhat type<s) of communication 5ystem<s) does your child use at hore 
and/or in the community? 

Verbal Gestures 

^Siqn Language Other, please list 

^Picture Book 

Written Message 

B. Does your child have any physical limitations or take medicine that 
may affect his/her ability to participate in certain activities? 



C. Other 
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WEEKDAY SCHEDULE 
(Option 3) 



Student Date 



Completed by 

Directions: Please -fill in the activities your child participates in during the 
week. Examples o-f completed weekday and weekend schedules are attached. This 
in-formation will be used by your child's teacher to plan instructional activititjs 
that will bene-fit your -family as well as the student. 



Present level o-f per-formance/ 
Time Act ivi ty assistance necessary Priori ty 



ERIC 
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STEP MANUAL - JOB PREPARATION 
6oa] Is Activity 1 

WEEKEND SCHEDULE 

Student Date 

Completed by 

Directions: Please in the activities your child participates in during the 

week. Examples o'f completed weekday and weekend schedules are attached. This 
information will be used by your child's teacher to plan instructional activities 
that will bene-fit your -family as well as the student. 

Present level o-f per-formance/ 
lii!!? Acti vi ty assistance necessary Pr i or i ty 



ERIC 
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Present level o-f per-f ormance/ 
liinS fjc^'.y.'J^ assistance necessary Ppiop jty 



ERIC 
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STEP MANUAL - JOB P^<EPARATION 
Goal i : Act ivi ty 1 



PARENT INTERVIEW 
(Option i -for Severe) 



Parent's Name Student's Name 



Completed by.. ^Date Completed. 



1. What do you want ^or your son/daughter during the next year, in 5 years, in 10 
years in the areas o^ recreation/leisure, vocational, community functioning and 
domestic living? 
Next Year 
Recreation/Leisure 

Vocational 

Summer 



Community Functioning 
Domestic Living 



A-fter Graduation 
Recreat i on/Le i sure 
Vocat i onal 



Community Functioning 
Domes*" ic Living _^ 



2. What l<ind o-f sl<ills would you lil<e your child to learn in school in the above 
areas? 
PI ease 1 i st : 



a. 
b. 
c. 
d. 
e. 



2. Uhat most concerns you about the -future o-f your son/daughter? 



3. Are you presently in contact with any agencies that will or may be involved with 
your son/daughter after graduation? 



41 



36 

STEP MANUAL - JOB PREPARATION 

6oa1 1 : Acti vi t/ 1 
Page Two 

4. Wh*l type o-f work do you think your son/daughter would like and/or would be able 
to do? Explain. 



5. What type o-f work do you think your son/daughter would like least? Explain. 



6. What recreational/leisure -facilities has your son/daughter utilized? 



ERIC 
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STEP MANUAL - JOB PREPARATION 



Goal 1: Actiui ty 1 



Parent Interview 
<Opt ion 2 -for Severe) 



Parent's Name Student's Name 



Completed by _Date Completed. 



•iirtctionsj Please -fill out this -form as completely as possible. This in-formation 
IS important -for carrying out current programs at school and -for -future planning to 
meet the present aod -future needs o-f your child. 

Dogree o-f Independence: 

D = Dependent, needs maximal supervision 

SI = Semi"i ndependent , needs minimal supervision 

I = Independent, needs no supervision 



I. Domestic Domain 

A. What domestic activities (e.g. washes dishes, makes bed, etc.) does 
your child presently participate in at home? 

Ac t i V i ty Degree o-f Independence 



B. What domestic areas would you like your child to receive instruction 
in? Please prioritize the activities you would like io have taught 
this year <l=high priority, etc.) 

Dressing appropriately/choosing clothes 

Clothing care (including laundry, ironing, mending) 

Meal preparation 

Houstkeeping 

43 

Hygiene/grooming 
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Health education (including diet/exercise, sex education) 

Other, please 1 ist 



II. Community Functioning Domain 

A. What convnunity activities does your child presently participate in 

(e.g. shops -for groceries, walks to local convenience store)? 

Activity Deoree o-f Independence 



B. What convi^unity -functioning activities would you like your child to 
receive instruction in? Please prioritize the activities you would 
like to have taught t^is year (l=:high priority, etc.) 

Use public transportation 



Shop -for groceries 
Use shopping center/mall 
Pedestrian sa-fety 
Use restaurant 



_ Use public service agencies (post o^^ice, bank, employment 
agencies, etc.) 

_ Use public recreation facilities (bowling, swimming, tennis, 
etc.) 




Schedule appointments -for health and grooming needs 

44 
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Other, please 1 ist 



III. Recreation/Leisure Domain 

A, What leisure activities does your child participate in at home (e.g. 
plays solitaire, participates in group games, reads, hobbies) 

Act i vi ty Degree o-f Independence 



B, What community leisure activities does your child participate i»> 
(e.g. bowls, uses YMCA, attends movies) 

Act ivi ty Degree o-f Independence 



ERIC 



C. What leisure activities would you like your child to receive 

instruction in? Please prioritize the activities you would like to 
have taught this year (Ishigh priority, etc.) 
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Going to movies 

Attending spectator sports 

Participating in sports (individual or group). Please list: 



Using 1 ibrary 

Attending concerts, plays 

Attending seasonal cra-ft, art shows, etc. 

Participating in church activities 

Eating out 

Attending community events (parades, rodeos, etc.) 

Taking Parks and Rec. Dept. or continuing education classes 

Attending a-fter school social activities 



IV. Vocavional Domain 

A. What chores does your child help with at home (e.g. 
(mows lawn, carries out trash, makes bed, etc.) 

^c^i^i^y Deoree o-f Independence 



B. What jobs does your child like to do? 
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C. What jobs does your child not like to do? 



D. What types of work would you not like your child to perform at 
school or in the community? 



V . Addi t i onal I nf ormat i on 

A. What type<s) of communication system<5) does your child use at home 
and/or in the community? 

^^erbal Gestures 

Sign Language Other, please list 

Picture Book 



JWr i tten Message 



B. Does your child have any physical limitations or take medicine that 
may affect his/her ability to participate in certain activities? 
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STEP MANUAL - JOB PREPARATION 
Goal 1: Activity 1 



WEEKDAY SCHEDULE 
(Option 3 -for Severe) 



Student ^^^^ 



Completed by 



Directions: 

1. Fill in the activities your child participates in during the week 

2. Prioritize the activities you would like your child to learn to do or 
do with less assistance ^rom family members. 

Examples o^ completed weekday and weekend schedules are attached. This information 
will be used by your child's teacher to plan instructional activities that will 
benefit your family as well as the student. 



..... Present level o-f performance/ 
Acijjnti^ assistance necessary Priority 



ERIC 
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WEEKEND SCHEDULE 



Student Date 



Completed hy , 

Directions: 

1. Fill in the activities /our child participates in during the w^ek 

2. Prioritize the activities you would like your child to learn to do or 
do with less assistance -from -family members. 

Examples o-f completed weekday and weekend schedules are attached. This in-formation 
will be used by your child^'s teacher to plan i nsxruct i onal activities that will 
benefit your -family as well as the student. 



Present level o-f per-formance/ 
Time Act i v i ty assistance necessary i or 1 ty 
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Present level o-f pep-f ormance/ 
lins* i V 1 ty assistance necessary Pp ior i ty 



ERIC 
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STEP MANUAL - JOB PREPARATION 
Goal 1: Activity 1 



INITIAL STUDENT INTERVIEW 



sJJL'IJ°^nLs''lul"fo^k ITJ'VT 'T !! '''' initially to ^ind out how much the 
stuaent Knows about work and what work, any, the student has performed in the 

Job-;elI !d'?nr": ""^ subsequent years to determine h s den 's 

i?J^er n Jobs -rh ! '^'f ' ^'t''^ '>°'^ ^"^ has a chance to try 

deue!oD?no J^ripi 'J^'"'"'^* obtained from the student interview is used when 
eul?!a?;3\! I I ^ objectives. The con,pleted form may need to be 

evaluated by a person familiar with the student to check for accuracy. 



To be completed by student! 
Name : 



Date : 



Address: . 

Age; 



Street 



City, Statt, Zip Code 



Soc.Sec.«: 



Graduation Date: 



PreMious Uork Exp gpiPnro 
What jobs have you done; 
At home 



For neighbors 
At school 



Career Interests, 

What jobs would you like to do? 
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Goal 1 : Act i vi ty 1 
r^ige Two 

Are there any jobs you would not like to do? 



School Interests 

What would you like to learn in school? 



************************************************************************ 
Interviewed by: Date: 



erIc 
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LIVING SKILLS CHECKLIST 
(for Mild to Moderate) 



Students Date:. 

Completed by: 



I = Independent The student alwav3 successfully completes the 

activity/task using only natural cues and/or adaptations 
(no help is given). 

F = Frequently The student successfully completes the activity/task using 
only natural cues and/or adaptations more than half of 

0 = Occasionally The student successfully completes the activity/task using 
only natural cues and/or adaptations less than half of 
the time. 

N = Never The student never completes the activity/task without 

requiring help. 

N/A The student has never performed the skill/task. 



PERSONAL HYGIENE/GROOMING I F 0 N N/A 



1. Washes hands 



2. Washes hair 



A, Washes body 



4. Uses deodorant 



5. Comba/bruahes hair 



6. Brushes teeth 



7. Shaves using razor (electri c or straight edge) 



8. Cleans/cliPS fingernails and toenails 



9. (Female) Handles feminine hygiene 



10. Uses kleenex/handkerchlef 



11. Wears clean clothes 



12. Wears clothes that fit and are In good repair 

13. Wears clothes that are appropriate for the weather 



HOUSEKEEPING I F 0 N N/A 



_Li Sweeps floor 

2. Wet mopg floor 

A, Cleans bathroom 

4. Washes dishes: 
a. Uses sink 

_, bt Uses dishwasher 

5. Dries dishes 
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JL stores dlshes/pans/u tensl Is in proper place 
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HOUSBKBEPING - continued I F 0 N N/A 



_2j Cleans cou nter/table 

8. Disposes of garbage in garbage disposal or 

container 

_£i Cleana/Dicks up bedroom 

10. Vacuums caroet 

IL Cleans living room 

12. Other 



LAUNDRY/CLOTHING CARE I F 0 N N/A 



1. 


Sorts clothes ( 1 loht/whlte. dark/colored) 


2. 


Uses reoular washer 


3, 


Uses reoular drver 


4, 


Folds/hanos clothes 


5. 


Mends clothes (buttons, hems, seams) 


6. 


Irons clothes 



7. Other 



MEAL PREPARATION/COOKING I F 0 N N/A 



1. Prepares breakfast 



2r 


Prepares Lunch 


3, 


Prepares dinner 


- 4, 


Prepares snacks 


5, 


Uses kitchen appliances and utensils 


6, 


Stores and disposes of food proper Iv $fter meals 


7, 


Cleans up after cook 5 no 


8, 


Measures liquid and arv foods 


?. 


Observes kitchen safety 


10, 


Prepares shopoina list 




Stores fooa after shoppina 



12. Other, 



PERSONAL BUSINESS MANAGEMIM I F 0 N ^yA 



1. 


Sets and uses alarm clock 


2, 


Uses post office 


3, 


Uses banks 


4, 


__Budaet3 monev 


«5, 


Makes appointments 
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PERSONAL BUSINESS MANAGEMENT - continued I F 0 N N/A 

-fij Uses a cal endar 

7. Coomunicates full name: verbally, using I.D., 

and/or written 

8. Coranunlcates address, phone number, verbally, 
using I, P.. and/or written 

9. Fills out mlaeellanenug forms 

10. Uses medio for current events, sports/weather, 

entertainment information, etc. ^ 

11. Judges travel time .^.>m^lrernf.ry<;g 

12. Other 



PERSONAL/SOCIAL SKILLS I F 0 N N/A 



1. 


Carries identif leaf qilJI ,D ) 




Communicates basic needs? verbal Iv. nonverballv 


?, 


Uses D lease, thank vou. etc. 


4. 


Initiates interactions with peers, 
family members, etc. 


5, 


Converses with oeers. visitors, family members 


6. 


Refrains from talking to strangers unless 
necessary 


7, 


Uses telephone 


9, 


^swers door in acceotable manner 


9. 


Practices acceptable manners in/at: 
a, restaurant 


b. theater/sDectator pvent 


c. oartv/dance 


d. church 


e. doctor 


10. 


Practices acceptable manners as a: 
a. customer 


b. guest 


c. host 


11. 


Demonstrates trustworthiness: 
a. conduct can be trusted in unsupervised 
situations 


b. tells the trijth 


c. takes responsibility for personal actions 
and decisions 


d. asks permission to use other's 
Dossesslons/thinaa 


12. 


Accepts/adjusts to situations that are contrary 
to own will or riesire 


13. 


Accepts/adjusts to novel situations: visitors, 
schedule change 


Ht 


-Uses acceptable table manners 
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Goal 1 
Page Four 



PERSONAL/SOCIAL SKILLS - continued i F 0 N N/A 



15. Engages in a passive activity: stereo, movie, etc. 
List preferences: 



16. Engages in solitary games 
List preferences: 



17. Engages in games witu others 
List preferences: 



18. Engages in hobby /era; t activity 
List preferences: 



19. Plays sports 

List preferences: 



2(L — Engages In regular f^x ercise routlna 

2U Writes letters to fr ignris 



22. Engages in active socializations with friends, 
family, groups, parties, members of opposite sex, 
social clubs, etc. 



MOBILITY I F 0 N N/A 



1. Crosses streets using traffic lights and 



2. 


oeaescrian crossinas 

Walks to selected locations 




3, 


Rides blcvcle 




4. 


Identifies/reads street sians 




5. 


Identifies/reads house numbers 




6. 


Identifies aooroDriate orocedure to follow if lost 
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Goal 1 
Page Five 



HEALTH/SAFETY I F 0 N N/A 



1. Treats simple health problems such as cuts/scrapes, 

slivers. UDset stomach. s;olcjg 

2. Contacts another for health problems more difficult 
U) handle: 



3. Takes medication 

4. Refills prescription 



5. Renorts/handlgfl seizures 

6. Uses telephone t o call in sick 



JL Uses tele phone to make appointments 

8. Recognizes importance of not combining alcohol and 
medication 



10. Follows fire dri ll instructions 

11. Follows other di saster instruct inns 



COMMUNITY I F 0 N N/A 



1. Makes purchases in: 



v> vvct. r jvm. 

b. Departrjient stores/malls 


c Convenience stores (Circle K. etc.) 


2, 


Shops for personal items 




?, 


Purchases meals in restaurants 




4. 


Uses recreational facilities (bowling lanes, 
YMCA. parks, etc.) 





CHORES/SUMMER JOBS I F 0 N N/A 



1. Performs the following household chores: 
Inside 



^ t 

b. 


Justs 


c. 


Makes bed 


d, 


Cleans kitchen 


e. 


Cleans bathroom 


ft 


Cares for pets 


g. 


Other 
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Goal 1 
Page Six 



CHORES/SUMMER JOBS - continued I F 0 N U/h 



Washgg gar 

b. Sweeps walk 

^ ShQvglg gnov 

^li Mows lawn 

Pulls weeds 

Lt Rakes leaves 

g. Other 



2. Other work: 

Paper route 

b. Work for neighbors 

c. Other 
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STEP MANUAL - JOB PREPARATION 
Goal 1 

LIVING SKILLS CHECKLIST 
-for Severe 

Student Date: 

Completed by; 

Please check the skills that your child performs independently or with assistance 
and describe the type o-f assistance needed. 



PERSONAL HYGIENE/GROOMING I W/Assi stance 

(Descr ibe) 



1 t Washes hands 



2. Washes hair 



3> Washes body 
4» Uses deodorant 



5» Combs/brushes hair 



6. Brushes teeth 



7t Shaves using razor (electric or straioht edoe) 
8> Cleans/clips -finoernails and toenails 



9* (Female) Handles -feminine hyo'ene 

10* Uses kleenex/handkerchie-f 

IK Wears clean clothes 



12* Wears clothes that -fit and are in good repair 

13« Wears clothes that are appropriate for the weather 



LAUNDRY/CLOTHING CARE j w/Assi stance 

(Describe) 



1. Sorts clothes ( 1 i oht/wh i te . dark/col orgH^ 



2. Uses regular washer 



3* Uses reoular dryer 



A. Folds/hangs clothes 



5> Mt>nds clothes (buttons, hemst seams) 



6. Irons clothes 



7. Other 
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STEP MANUAL - JOB PREPARATION 

Goal 1 
Page Two 



HOUSEKEEPING I w/Assi stance 

(Descr i be) 



1 . Sv^geps -floor 



2, Ijet mops -floor 



3. Cleans bathroom 



4. tJashes dishes: 
a. Uses sink 



b. Uses dishwasher 



5. Dr ies di shes 



6. Stores dishes/pans/utensils in proper place 



7. Cleans counter/table 



8. Disposes o-f oarbaoe in oarbaqe disposal or container 



9. Cleans/picks up bedroom 
10. Vacuums carpet 



11 . Cleans 1 ivino room 



12. Other 



MEAL PREPARATION/COOKING I W/Assistance 

(Descr 1 be) 



1 . Prepares break-fast 



2, Prepares lunch 



3. Prepares dinner 



4. Prepares snack 



5. Uses kitchen appliances and utensils 



6. Sto res and disoposes o-f -food properly a-fter meals 



7* Cleans up a-fter cookino 

8. Measures liquid and dry -food 

9. Observes kitchen sa-f&ty 

10. Prepares shoppino list 



11* Stores -food a-fter shopping 
12. Other 



TIME I U/Assi stance 

(Describe) 



1 


. Distinguishes units o-f time: 
a. day/n ioht 




b. morn i no/even ino/a-fternoon 


2. 


Dist inouishes a.m. /p.m. 




3. 


Di st i nou i shes workdays/non-workdays 




4. 


Tells time by hour and 1/4 hour 




5. 


Sets and uses alarm clock 




6. 


Other 





STEP MANUAL - JOB PREPARATION 



Goal 1 
Page Three 



PERSONAL/SOCIAL SKILLS 1 w/Assi stance 

(Descr ibe) 



It Carries ident i-f ication <I.D.) 

2. Responds when spoken to 

3. Uses conwnunication system i-f nonverbal 

4. Cofnmunicates basic needs: verbally, nonverbally 

5. Communicates -full name? verbally, using I.D., 
wr i tten 

6. Communicates address, phone number: verbally, 
usincL^I,D,. written 

7. Communicates school or place o-f work: verbally, 
using I ,D, , wr i tten 

8j Expresses anoer in acceptable manner 

9. Expr esses -fear in acceptable manner 

10. Expresses a^f'fection in acceptable manner at home, 
sch ool and in the community 

11. Expresses dislike in acceptable manner 

12. Apologizes 

13. Initiates interactions with others 

14. Converses with -family members and visitors 

15. Practices acceptable manners in/at: 

. a. restaurant 

b. theater/spectator event 

c « party/dance 

d. church ^ 

e. doctor 

-f* dentist 

16. Accepts/adjusts to situations that are contrary to 
ocA>n will OP desi re ^ 

17. Accepts/adjusts to change 

18. Accepts/adjusts to novel situations: visitors, 
schedule change 

19. Uses acceptable table manners 

20. Engages in a passive activity: stereo, movie, etc. 
List pre-ferences: 

21. Engages in solitary games 

List pre-ferences: 



22. Engages in games with others 
List pre-ferences: 



23. Engages in hobby/cra-ft activity 
List pre-ferences: 



CI 
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STEP MANUAL - JOB PREPARATION 




Goal 1 
Page Four 




MOBILITY 


I U/Assi stance 
(Descr ibe) 


1. Crosses streets sa-fely using tra^-fic lights and 
oeddstr i an cross i nos 


2. Knows way to selected locations 


COMMUNITY 


I W/Assi stance 
(Descr ibe) 



1. Assists in making purchases at: 

a. Grocery stores 

b. Department stores/malls 

c. Convenience stores 

2. Uses recreational -facilities (bowling lanes, 
YMCA, Darf<s. etc.) 



CHORES I W/Assi stance 

(Descr \ be) 



1. Helps with household chores 
List: 
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IDAHO INDIVIDUAL TRANSITION PLAN 
SUMMARY OF ANNUAL TRANSITION PLANNING AREAS 

Student's Name Date of Birth 



School Projected Date of Graduation or 

Program Completion 

Facil i tator 



DIRECTIONS: Address all nine transition areas yearly, even though action may be taken 
only in specific areas. 

Indicate with a checkmark: 1) the area(s} in which planning is 

occurring; 
2) the area(s) that are lEP related 





Year 1 
Date 


" Tear"? 
Date 


Year i 
Date 


Year 4 
Date 


year 5 
Date 




Age 




Age 




Age 




Age 




Age 














TRANSITION 

PLANNING 

AREAS 


AREAS 
WITH 
ACTION 
TAKEN 


lEP 

RELATED 


AREAS 
WITH 
ACTION 
TAKEN 


lEP 

REUTED 


AREAS 
WITH 
ACTION 
TAKEN 


lEP 
REUTED 


AREAS 
WITH 
ACTION 
TAKEN 


lEP 

RELATED 


AREAS 
WITH 
ACTION 
TAKEN 


lEP 

REUTED 


I. Financial/ 
Income 














> 








Z. Voc Train/ 
Placement, 
Post Sec Ed 






















3* Living 

Arranoernents 






















4. Personal 
Management 






















5. Leisure/Rec 






















6. Transpor- 
tation 






















7. Medical 
Services 






















8* Advocacy/ 
Leoal Serv 






















9. Personal/ 
Family Rel 






















10. Other 























Short-Term Goal 3, Obj. 1, Act. 1; Ubj. 3, Act. Obj. 4, Act. 1 
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STEP MANUAL; JOB PREPARATION 
Goal 1: Activity 6 



SAMPLE 1NDIVIDUAI.IZED EDUCATIONAL PLAN 



STUDENT NAME:^ 
Case Manager 



Conference Date 



Date for Review/ Revision 



PRESENT LEVELS OF PERFORMANCE 
Academic : 

Reading_ Math_ 

Speech/Language 



SERVICES TO BE PROVIDED FOR CURRENT YEAR 



Motor 



Social 



Vocational 



Self-Help^ 



EXTENT OF PARTICIPATION IN REGULAR EDUCATION; 
TYPE OF PHYSICAL EDUCATION PROi.KAM: 



TYPE 


INITIATION DATE 


NO. WEEKS 
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STEP MANUAL: JOB PREPARATION 
Goal 1: Activity 6 



SAMPLE INDIVIDUALIZED EDUCATIONAL FLAN- PAGE 3 



^3""^ Position fja„,a -.-i-v. 



PARENTS RIGHTS AND RESPONSIBILIIIES 



FRir 



My rights and responsibilities havn been 
explained to me in my native language (which is 
English and in a manner which I fully understand. 

I have across to all current assessment informa- 
tion and have had all tests fully explained 
to me. 

I have had an opportunity to participate in the 
development of this individualized education 
program. 

I fully understand all programs and services 
listed above and give my permissioti for my 
child/ward to participate in these proyams/ 
services . 

I have boon informed that my child has bren 
c.onsidoipd for pxt.endpd school year. I iitidnrstand 
the procfdurf>s and dnrumentat ion for determining 
eligibility for extended school year. 



0 



I have been informed that the instructional goals 
and objectives listed on this form are initial 
objectives and that the pprson(s) responsible for 
implementing the objectives will revise and/or 
add objectives in keeping with the student's 
progress toward tlie stated goals. At this time I 
will receive written notice as to change in 
|)rograms . 



I fully understand- cil 1 programs and services listed 
on this lEI' and: 



I i nn give my permission for my child/ward to 
participate in these programs/services. 

1)0 NOI give my permission or my child/ward to 
participate in these programs/services. 



G7 
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TEP MANUALS JOB PREPARATION 
Goal 1: Activity 6 



SAMPLE INDIVIDUALIZED EDUCATIONAL PLAN-PAGE 2 



Students Name: _ hislruclional Area: 

Implemenler's Name: Goal stalemeni: . 



SHORT-TERM INSTRUCTIONAL OBJECTIVES 



Objective 


Condition 


Criteria 


Special Media 
& Malcfinls 


Evaluntion 
Schedule 


Dale Objective 
Mnslof pd 




• 


• 








0 G3 
ERLC 






... 


» 


G9 



APPENDIX FOR GOAL 2 




61 

STEP MANUAL - JOB PREPARATION 

Goals 2: Act iu i ty 6 
2B: Actiui ty 3 

(Name o-f School ) 
TRAINING AGREEMENT COVER SHEET 
(Teacher, Employer and Parent Copy) 

Student ^V/^|lv^n Age 

S.S.N. fin^'4^-/^fi'^4 Home Telephone f g-^^ - M;343 

School pS\n^rf>vr M;^k S^\wol Telephone yg-c? - 7/7.^ 

Employer/Training Sponsor 'l^^^lffrr.\A0^< F)/^r- Co\it/rinr^ 

Address t()n<.r/^^■r MnKn Tslephone %?3'^t m 

Work Exploration Supervisor 'k^rt^U.^ • '^k<iij ^f^r^rr.Al^ 

Beginning Date t-^n - 

Ending Date 7-3' 7U 

Work Hours ^\hn to ® T ® """^ <CD 

On the -following holidays/vacations, the student: 

will work 

will not work -all fvAsrd h>lu^^ , Jpriru^ Sraok 6?-<i»- 

(list all holiday, vacation and other dates when school will not be in session in 
this space) 
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STEP MANUAL - JOB PREPARATION 

Goals 2: Activity 6 
2Bt Activity 3 



Directions: This -form should be reviewed with the students be^fore obtaining their 
signature. The signed form can then be placed in each student's vocational 
notebook. 



(list all holiday, vacation and other dates when school will not be in session in 
th is space) 

The Student Agrees To; 
1 • Be on time. 

2. Call employer and teacher i-f sick. (Explain procedure) 

3. Show that you like your job. (Explain and roleplay) 

4. Come to work clean and dressed neatly. 

5. Uork quickly. 

6. Check your work. 

7. Be honest. 

8. Follow the rules. These rules are: 



REMEMBER ! You may be hired i^f: 

a. You come to work regularly and on time. 

b. Your appearance is neat and clean. 

c. You show you like your job. 

REMEMBER ! You may be fired at any time \i\ 

a. Your work is not satisfactory. 

b. You are dishonest. 

c. Your work habits are poor. 

The above form has been explained to me and I understand and agree to follow these 
rul es. 



STUDENT TRAINING AGREEMENT 
(Student Copy) 




On the following holidays/vacations, the students 



wi 1 1 work 




(list and explain rules) 



^^^^ 



Date 



Work-Experi-*€e Coordinator 




Date 
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STEP MANUAL - JOB PREPARATION 

Goals 2: Activity 6 
2Bs Actiyity 3 



(Name n-f School) 
TRAINING AGREEMENT COVER SHEET 
(Teacher, Employer and Parent Copy) 



Student 



Age 



^•^•N. ^ f^ofDe Telephone 

Sc^^ool . Telephone 

Employer/Training Sponsor 



Address ^ Telephone 

Work Exploration Supervise^ 



Beginn ing Date 
Ending Date 



Work Hours ^ to M T W Th F 

On the ■following holidays/vacations, the student: 

will work 

wi 1 1 not work 

(list all holiday, vacation and other dates when school will not be in session in 
this space) 



ERIC 
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STEP MANUAL - JOB PREPARATION 

Goals 2; Act ivi ty 6 
2B; Activity 3 
Page Two 

(Name o-f School) 
TRAINING AGREEMENT 



The Employer/Training Sponsor Agrees Tr: 

1. Develop a training plan with the work-experience coordinator; 

2. Work with the coordinator to ensure the best possible training; 

3. Help to evaluate the student^s per-f ormance ; 

4. Provide time -for consultation with the coordinator to discuss the 
student^s progress; 

5. Consult with the work-experience coordinator i-f dismissal is 
anticipated; con-ferences should be held to avoid dismissal. 



The Student Agrees To; 

1. Be regular in attendance on the job; 

2. In-form the employer and the coordinator in the event o-f illness 
or absence; 

3. Per-form work responsibilities in an efficient and wi 1 1 ing manner; 

4. Demonstrate appropriate dress and grooming habits and act in an 
appropriate manner; 

5. Con-form to the rules and regulations o-f the work site; 

6. Be subject to discharge at any time because o-f poor work habits 
or dishonesty. 



The Parent/Guardian Agrees To: 

1. Share responsibility for school and job attendance, 
including calling the employer in case of illness or 
absence ; 

2. Encourage the student to succeed in school work and work 
exper ience. 



ERIC 
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STEP M^UAL - JOB PREPARATION 



Goals 2: Activity 6 
2B: Activity 3 
Page Three 



The Uork-Expl oration Coordinator Agrtts To: 

1. Develop a training plan with the employer} 

2. Provide necessary related classroom instruction; 

3. Supervise and provide training needed by the student on a regular 
basis as agreed upon with the employer; 

4. Evaluate the student's performance on a regular basis with input 
-from the employer; 

5. In-form parents and student o-f progress madv? at the work site. 

The coordinator and/or employer reserve the right to withdraw the student from the 
work station under the -following conditions: 

a. The student is no longer enrolled in school; 

b. The student's attendance or per-formance s unsatis-factory; 

c. The policies or rules o-f the employer are abused by the student; 

d. The student decides to terminate the training; 

e. The activities no longer need to be per-formed at the site; 
-f. The student is per-forming the job at a competitive rate. 



Student Date 



Parent/Guardi an Date 



Employer Date 



Work-Experience Coordinator Date 
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STEP MANUAL - JOB PREPARATION 

Goals 2: Act ivi t/ 6 

29: Activity 3 

Directions: This -form should be reviewed with the students be-fore obtaining their 
signature. The signed form can then be placed in each student's vocational 
notebook. 



STUDENT TRAINING AGREEMENT 
(Student Cop/) 



Traini ng Si te 



Work Hours to M T W Th F 

On the -following holidays/vacations, the stu..int: 

will work will not work 

(list all holiday, vacation and other iates when school will not be in session in 
this space) 

The Student Agrees To: 

1 . Be on time. 

2. Call employer and teacher \i sick. (Explain procedure) 

3. Show that you like your job. (Explain and roleplay) 

4. Come to work clean and dressed neatly. 

5. Work quickly. 

6 . Check your work . 

7. Be honest. 

8. Follow the rules. These rules are: 
(list and explain rules) 

REMEMBER ! You may be hired i'f: 

a. You come to work regularly and on time. 

b. Your appearance is neat and clean. 

c. You show you like your job. 

REMEMBER ! You may be fired at any time if: 
a» Your work is not satisfactory. 

b. Yuu are dishonest-* 

c. Your work habits are poor. 

The above form has been explained to me and I understand and agree to follow these 
rul es. 



Student Date 



Work-Experience Coordinator Date 



APPENDIX FOR GOAL 3 



ACTIVITY INVENIORY 

Cleaning Tables 

Locate dust rag in backroom. 

2. Locate counter top polish under 
front counter. 

3. Take all articles off of front 
counter. 

4. Spray polish on front counter 
top. 

5. Wait for polish to settle in 
before wiping off table. 

6. Wipe off table. 

7. Check for spots not wiped up. 

8. Wipe up spots. 

9. Put articles back on table. 

10. Go to book table. 

11. Take all articles off of table. 

12. Spray polish on book table. 

13. Wait for polish to settle in 
before wiping off table. 

14. Wipe off table. 



DUMA 111 



Vocational 



EIJVlROilMENT Riversi de fi qq j- Covering 



SlUDLlll IIIVCNIORY 

? UlSCREPAfJCY 



Meghan wnntad to use the 
endust to clean the tables. 

Did not take all articles 
off of table. 



Meghan did not wait for 
polish to settle in. 



Had to show Meghan to look 
carefully for spots that 
didn't get wiped up. 



Had to remind lieghan to 
wait before wiping. 



INSTRUCTIONAL IIYPOTIItSlS 



Teacher will explain and show tho 
different uses for each polish and 
which one to use in a given situati 

Explain the importance of takina 
all articles off the front counter. 



Teacher will show Meghan the 
difference between waiting anr^ 
waiting to wipe off the tablt 



Teacher will verbally asK if 
there are any more spots to be 
wiped up. 



)t 



ON 



siuDoir. 



ACTIVITY INVENfORY 



15. Check for spots not wiped up. 

16. Wipe up spots. 

17. Put articles back on table. 

18. Go to table by front desk. 

19. Take all articles off of table. 

20. Spray polish on table. 

21. Wait for polish to settle in. 

22. Wipe off table. 

23. Check for spots not wiped up. 

24. Wipe spots. 

25. Put articles back on table. 

26. Put rag and polish awdy. 
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UUMAIil 

CNVIKONMENT 



SrUDCHF IIIVENrORY 
? Discrepancy 



Meghan thought she was 
supposed to do just two 
tabl es. 



INSTRUCTIONAL IIYPOTNESIS 



Will talk to Meghan about which 
tables must be cleaned every 
Monday. 
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STEP MANUAL - JOB PREPARATION 



JOB PREPARATION 



TRAINING 

Name: Meghan 
Address: 213 S. Johnson 
Phone! 882-4243 
Aoe: 20 

Ulork Si te : Riversides^s Floor Covering 
Address! Moscow, Idaho 
Supervisor! Clyde ^lOrrison 

Sta-f-f Trainer: Kathy Ward 
Work Phone? 855-<S150 
Home Phone: 883-3043 

GOAL 1 : Meghan will experience her selected job within a community- 
based setting. 

OBJECTIVE 1 ! Given the appropriate amount of time, Meghan will arrive to 
work by 8:00 a.m. independently with lOOV. accuracy for four 
consecutive days. 

METHOD: Trainer will model how to use the job task checklist. 

OBJECT I^^E 2: Given the job task cK.cklist Meghan will obtain necessary 
materials, complete the sweeping of vinyl floor** task and 
mark the task completed on her check off list inde- 
pendently witn lOOV. accuracy for four consecutive days. 

METHOD : Trainer will model how to obtain necessary materials, sweep 

the floors and mark off task completed on job task checklist. 



ERLC 
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STEP MANUAL - JOB PREP^^KATION 



Goal 3: Act ivi ty 4 
Page two 



TRAINING 

QJECTIl^E 4; Given the job task checklist Meghan will obtain necessary 
materials, complete the sweeping o-f vinyl floors task and 
mark the task completed on her check oii list inde- 
r'^ndently with lOOX accuracy -for -four consecutive days, 

METHOD; Trainer will model how to obtain the necessary materials, dust 

the furniture and mark off task compleied on job task checklist. 

OBJECTIVE 5; Given the job task checklist Meghan will complete the rug 
samples task and mark the task completed on her check off 
list independently with lOOX accuracy for four consecutive 
days, 

METHOD:, Trainer will model how to straighten sample rugs, and mark off 
task completed on job task checklist. 

C OMPLETION DATE? 5-14-86 
PERSON RESPONSIBLE: Kathy Ward 

GOAL 2: Meghan will maintain successful competitive employment upon 
completion o-^ work adjustment. 

OBJECTIVE 1 } Given Janitorial training at Riverside's Floor Covering for 
a 40 day work period Meghan will maintain employment as a 
Jan i tor i al person . 
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STUDENT 



ENVIRONMENT 



Goal 3 



ACTIVITY 



SUBENVIRONflENT 



DATE ASSESSED 



NQNHAMD I CAPPED PERSON INVENTORY 



+ - ? DISCREPANCY ANALYSIS 



ADAPTATION HYPOTHESIS 
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APPENDIX FOR GOAL 5 
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Meghan 



TOTAL TASK SHEET 



STEP MANUAL: JOB PREPARATION 
Goal 5: Activity 1 



Activity 



Cleaning Tables 



CODE: 

I - Independent 

Inv = Indirect 
verbal cue 

6 = Gesture 

VC = Verbal Cue 

PC • Pictorial 
Cue 

D = Demonstra- 
tion 

PP = Physical 
prompt 

FA = Full Assist 

0 = No opportu- 
nity to 
perform 



In 



Initiated 
OR 



+ Performed 
Independently 

• Need 
Assistance 



ERLC ^ 



DATE: 


1 

20 


1 

27 


2 

3 


2 

10 






























STEP: 








1. Locate dust raa in 


I 


I 


. I 


I 






























hankrnnm 






































Locate counter top pa Huh 




I 


I 


I 






























under front counter 






































3. Take all articles off of 


VC 


VC 


I 


I 






























front counter 






































4. Svran polish on front 


I 


I 


I 


I 






























counter top 






































5. Wait for polish to settle 


VC 


I 


I 


I 






























0. Wipe off table 


I 


I 




I 






























7. Check for spots not wiped 


_G_ 


G 


VC 


I 






























8. Wipe up spots 


I 


I 


I 


I 






























9. Put articles back on table 
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10. Go to book table 
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11. Take all articles off table 
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12. Spray polish 
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13. Wait for polish to settle 
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14. Wipe off table 
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15. Check for spots not wiped 
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16. Wipe up spots 
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17, Put ^articles back on table 
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18. Go to table 1/j window 
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WW 



TOTAL TASK SHEET 



Activity 



STEP MANUALS JOB PREPARATICON 
Goal 5; Activity 1 

Page Two 



DATE 



CODE: 

I = Independent 

Inv = Indirect 
verbal cue 

G = Gesture 

VC = Verbal Cue 

PC • Pictorial 
Cue 

D = Demonstra- 
tion 

PP = Physical 
prompt 

FA = Full Assist 

0 = Ho opportu- 
nity to 
perform 

In = Initiated 

OR 

+ Performed 
Independently 

- Heed 
Assistance 
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19. Take all articles off of 
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table 
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20. Sprdy polish on table 
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21. Wait for polish to settle 
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22. Wipe off table 
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23. Check for spots not wiped 
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24. Wipe up spots 
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25. Put articles back on table 
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26* Put rag and polish away 
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CRITERIA FOR CIIAdfiF: 



»AME 



TOTAL TASK SHEET 



Activity 



DATE: 



P 
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:O0E: 

I ' Independent 

Inv = Indirect 
verbal cue 

J = Gesture 

/C = Verbal Cue 

• Pictorial 
Cue 

) = Demonstra- 
tion 

'P = Physical 
prompt 

A = Full Assist 



STEP: 



!!o opportu- 
ni ty to 
perfunn 



Initiated 
OR 

Per f 01 (lied 
Independently 

Heed 

Assistance 
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STEP MANUAL - JOB PREPARATION 
Goal 5: Activity 2 

STUDENT E^^LUATION 

Student's Name /^j r ^j ^n 

Site l^Mffr^i>lo!<; Plv^r T hiWrv^ 



Ability Compared with Average Employee 
Above average Equal to Below Average 



Is rel iabl e 








Gets alono with co-workers 








Has acceotable behavior 


y 






Product i V i ty 








Qual i ty o-f work 









Does student show potential -for -future employment? Ljff,<i. 



Student's greatest strengths? Thr^t^lr^ ir^ 4^^k^ muh>. cmvrurn.A nr^A 
Problems student is encountering 7^gm.mK^> -,'.v^ ike f^,-nihy^^ \. A, ,^^ 

Additional comments; WS: ^^j'^^j kr.w(:nr| A/)/) ^Kni^ i.^m-g -frv-nc; cxvA 



Supervjisor -late 
Posi t ion 



Addriss Telephone Number 

ERIC 



STEP MANUAL - JOB PREPARATION 
Goal 5: Act i vi ty 2 

STUDENT EVALUATION 

Student's Name ^^^^ 

Site . 

Ability Compared with Average Employee 
Above average Equal to Below Average 



Is rel iable 

Gets along with co-workers 
Has acceptable behavior 

Product i V i ty 

Qual i ty of work 



Does student show potential for future employment? 



Student^'s greatest strengths? 



Problems student is encountering 



Addi t i onal comments: 



Supervisor Da^te 



Posi t i on 



Addf'^^s Telephone Number 
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STEP MANUAL - JOB PREPARATION 
Goal 5: Activity 3 

STUDENT^ S SELF-EVALUATION FORM 

Name A)ffr^Kan Date 

Training Site l^ivj^r<:xAr^'^ Pl^r rrMwnrv^ 

Yes Needs Work 

Do You : 

1 . Fol low directions? 

2. Get along with people at work? 

3. Come to work every day? 

4. Work hard? ^ 

5. Show an interest in the Job? ^ 

6. Come to work on time? ^ 

7. Dress appropriately -for work? 

8. Look neat and clean? ^/ 

9. Work Quickly? ^ 




I missed the following days n-f work (give reason) ; L^l" 
I feel good about these things concerning my work; /^y ^/y/^ /[Ji(^ r^,^\r:j 
I need to improve these things about my work : j^lfiHy -j^^^P 



Journal Entry: (See examples of journal questions on next page) 
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STEP MANUAL - JOB PREPARATION 
Goal 5: Activi ty 3 

STUDENT'S SELF-EVALUATION FORM 

Name Date 

Training Site 

Yes Needs Work 

Do You : 

1 . Fol low directions? 

2. Get alono with people at work? 

3. Come to work ivery day? 

4. Work hard? 

5. Show an interest in the Job? 

6. Come to work on time? 

7. Dress appropriately for work? 

8. Look neat and clean? 

9. Work quickly? 

I missed the following days of work (give reason) :^ 

I feel good about these things concerning my work: 

I need to improve these things about my work: 

Journal Entry: (See examples of journal questions on next page) 
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STEP MANUAL - JOB PREPARATION 

Goal 5: Activity 3 
Page Two 

VOCATIONAL JOURNAL QUESTIONS 

This semester you']] be keeping a journal in which you write about your job and how 
you feel about it* These are some questions you can think about to help you get 
started writing. Pick one to write about, or think o-f something important that 
happened to you on the job that you^d really like to write about. 

!• Describe a task that you can do really well at work. What did you have to do 
to learn it? How do you feel about being able to do it? 

2, Was there a job you did this week which you think you can do better? What 
happened? What are some things you could do to help you do the job better next 
t ime? 

3, Write about someone you work with. What are sci^e things the person does that 
make you like working with her or him? 

4. Write about a mistake you made on the job. What happened? How did you feel 
about it? What did you do to corroct the mistake? 

5. What happened at work this week t!rat made you feel really good? Why? 

4. What are some of the ways your supervisor lets you know how you're doing on the 
job? 

7. Write about a problem you're having getting along with someone at work. How did 
the problem start? What would you like to happen? What does the other person 
want? What do you think might solve the problem? 

8. Is the job what you expected? What things are ycj doing that surprise you? Do 
you think you would like to do this kind of work after you graduate? Why? 



J 4 
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STEP MANUAL - JOB PREPARATION 
Goal 5j Activi ty 4 



WORK EXPLORATION COORDINATOR'S 
EVALUATION FORM 



Student's Name ^^r^hnn Date 

Training Site Tivg^r.SrA^^ Tl/v^r / ^\//rr/nn Supervisor Cli^An Morr/^ri. 

1. List tasks the student is working on presently; describe per-formanco 
on current tasks. 

dx^ckA^cuu^ >^>^zpInq.at^Ai^^^ yn^^Uuiq CAu±uU^ ^^ific^ 

2. List areas where the student needs help with training, describe 
instructional ideas. 

3. List academic skills identified at the training site that the student 
can work on in cl ass. 



4. Social skills: 

a. Comment on student's strengths observed during the week. 

b. List areas in which student needs to improve. 



STEP MANUAL - JOB PREPARATION 



Goal 5: Activity 4 



WORK EXPLORATION COORDINATOR'S 
EVALUATION FORn 



Student's Name 



Date 



Traini ng Si te 



Superv i sor 



1. List tasks the student is working on presently; describe per-formance 
on current tasks. 



2. List areas where the student needs help with training, describe 
instruct i onal i deas. 



3. List academic skills identified at the training site that the student 
can work on i n cl ass. 



4. 



Social skills: 

a. Comment on student's strengths observed dur»ng the week. 



b. List areas in which student needs to improve. 
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STEP MANUAL - JOB PREPARATION 
Goal 5: Acti vi ty 4 

PROGRESS REPORT 



Participants Meghan 

Sta^f Trainer; Betsy Norman and Kathy SchencK 
Date: February 28, 1984 



Meghan is employed by Riverside's Floor Covering where sh- does janitorial 
work. She works Monday, Wednesday, and Friday ^rom 8:00 a.m. jntil 12:00 p.m. 

Meghan reached independence on three out o^ ^ive objectives in the -following 
work tasks: objectives 1, coming to work on time; objective 2, using a checklist; 
and objective 3, sweeping vinyl floors. Data on these work tasks will now be taken 
on Wednesdays. (See attached graphs) 

Meghan needs further training in the areas o^ objective 4, dusting furniture, 
and objective 5, arranging rug samples. Meghan finds it difficult to remember all 
the furniture that needs to be dusted and also needs to improve arranging rug 
samples according to brand names and texture. On Wednesdays the trainer will work 
with Meghan on these two tasks, until she can perfo.-m them independently. 

Meghan's work is thoroughly done and her attitude towards work is excellent. 
Meghan will continue to participate in career focus sessions. These sessions will 
address job reponsibi 1 i ty, job applications and interviews. 



ERIC 
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STEP hWNUAL - JOB PREPARATIW 
Soal 6: Activity 1 

PROGRAM EVALUATION 

Uork Station: 

Supervisor: 

Date o-f Evaluation: 

We are always looking -for ways to improve our program and our e-f-fect i veness as work 
experience supervisors. In order to do this, we would appreciate your corrments on the 
following questions and any additional suggestions. 

1. Was supervision oi the student adequate? 

2. Did the work exploration program interfere with the operation of business and/or th« 
employees in any way? ^^|^ ^ ^Kplcdn Op(LrcxKo^^ 

3. Were you given a realistic idea of what to expect from this program? 

\/e5 - / e^specuxllij ^pnuUatui y6LLr f^r\^h\ cxbouJb -ftut situlml 
LtrmfoAiorxs orui cxbilcK^. 

A. Knowing what is involved, would you be willing to accept students for this program 
again? 



5. If asKed, would you talk with other employers who have questions about becoming a 
work station site? , ^ \ i u . 

6. Do you have suggestions for improving the Job Preparation program? 



THANK YOU FOR YOUR COOPERATION! 



er|c ^^'2 
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STEP MANUAL - JOB PREPARATION 
Goal 6t Activity 1 



PROGRAM EVALUATION 



Work Station: 

Supervisor J 

Date o-f Evaluation: 

Ue are .Jways looking ^or ways to improve our program and our effectiveness as work 

supervisors. In order to do this, we would appreciate your comments on the 
following questions and any additional suggestions 

1. Was supervision of the student adequate? 

2. Did the work exploration program interfere with the operation of business and/or the 
employees in any way? 



3. Were you given a realisvic idea of what tc expect from this program? 



4. Knowing what is involved, would you be willing to accept students for this program 
agc.in? ' 



5. H asked, would you talk with other employers who have questions about becomino a 
work station site? 



6. Do you have suggestions for improving the Job Preparation program? 



THANK YOU FOR YOUR COOPERATION! 



erIc ^^'^ 
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STEP MANUAL - JOB PREPARATION 
Goal 6: Activity 2 



Name tAonV\nr\ Age Grad . Da te 

School H\n<fn\\ ^\(^h %chcx)\ Job Placement Si te 7?>.;^y-s:A/>'< H^r- 



STUDENT EXIT INTERVIEU 



1. Were you satis-fied with your job placement this yea^r? jL<, U hy?jZ^ ^.fi^^t4^<[^ 

2. How has this placement changed your ideas about the job? t ^ 

-fun 4> w&ir>|c, liarSt ^ 4o tvm//4iTr)<j n<j\^ 4n<a 4o UP Ik 

3. What^skills did you learn from your Job Preparation placement this year'^ 

^^^'^ IkM-^T/ PLX^^ (>^e.r oM^fe 

4. Uill you continue on your current job after graduation? 



If not, why not?_ 



5. Do you feel you have the skills you need to succeed at your job? 
If not, what skills do you need to learn? 



Where can you learn them? 



6. What did you find most helpful about the Job Preparation program? 



7. What vocational classes at school did you find most helpful in preparing 
for your career? 
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STEP MANUAL - JOB PREPARATICT^ 

Goal 6: Activity 2 
Page Two 



STUDENT EXIT INTERVIEU (cont'd) 



8. Are there vocational classes which were available to you that you did not 

tal(e but which you -feel you should have?^^ 

H so, please explain. ^ ^ . I 



9. Are there vocational classes which were not available to you which you 
feel would have bten helpful? irp H so, what were they? 



10. What suggestions do you have -for improving the Job Preparation program? 
/pre hAOKSj/^ 



11. Where do you plan to live a-fter oraduat i on? ^j^W'^'f^J 
What kind o-f living arrangements have you made? / f r- ui^r-j 



t2. Do you expect to support yourseH? How? 

H not, what resources do you expect to be avilable to you? 



Q Interviewer; r^^l D. c^^^yD 
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STEP MANUAL - JOB PREPARATION 
Goal 6: ActiMjty 2 



Name__ ^Age 6r ad . Da t e 

School^ Job Placement Si te 

STUDENT EXIT INTERVIEW 

1. Were you satisfied with your job placement this year? Why? 

2. How has this placement changed your ideas about the job? 

3. What skills did you learn from your Job Preparation placement this year? 



4. Will you continue on your current joD after graduation? 
If not, why not? 



5. Do you feel you have the skills you neea to succeed at your job? 
If not, what skills do you need to learn? 

Where can you learn them? 



6. What did you find most helpful about the Job Preparation program? 



7. What vocational classes at school did you find most helpful in preparing 
for your career? 



erIc ^^'S 
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STEP MANUAL - JOS PREPARATION 

Goal 6: Act iv i ty 2 
Page Two 



STUDENT EXIT INTERVIEW <cont"d) 



8. Are there vocational classes which were available to you that you did not 

take but which you feel you should have? 

If so, please explain. 



9. Are there vocational classes which were not available to you which you 
feel would have been helpful? If so, what were they? 



10. What suggestions do you have for improving the Job Preparation program? 



11. Where do you plan to live after graduation? 

What kind of living arrangements have you made? 



12. Do you expect to support yourself? ^How? 



If not, what resources do you expect to be avilable to you? 



^ ^ntervi ewer : 

ERIC 
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STEP MANUAL - JOB PREPARATION 
Goal 6: Act ivi ty 3 



Kathy Ward 
Moscow High School 
102 E. 2nd Street 
Moscow, Idaho 83843 



July 6, 1986 



Dear Mr , Morr i son , 



I would like to express my appreciation -for your time and support in working 
with Meghan. The variety of tasks she is doing at Riverside's Floor Covering help 
her to use several skills and to -feel an active part o-f the work-force in this 
community. I -feel that Meghan will continue to be a bene-ficial addition to your 
business. 

It has been a )1easure working with you. Thank you again -for your 
participation and willingness to hire Meghan. If you have any questions in the 
future, please feel free to contact me or Tom Polk of Adult Child Development 
Center . 



Si ncerely Yours 




Kathy Ward 



103 



STEP MANUAL: JOB PREPARATION 
Goal 6: Activity 3 



12 



Idahonian/Dally News 
We^nesday.July 29. 1987 



Mayor recognizes Montagu's 




JOHNSMUY 



Montagu's cafe at 117 E. Third 
in Moscow and John Smiley are 
recipients of the quarterly award 
from the Mayor's Committee to 
Hire the Handicapped. 

Montagu's, owned and oper- 
ated by Daniel "Corkey" and 
Anne Kannegaard, employs Smi- 
ley as the '*pearl diver," more 
mundanely known as a dishwash- 
er. Smiley also helps with clean- 
up as needed, said Anne Kanne- 
gaard. 

Smiley has worked at Monta- 
gu's since April 14, 1986. He also 
is self-employed as a carrier for 
this newspaper. 

The Kannegaards, Smiley, and 
Mayor Gary Scott were honored 
by the committee Thursday at 



City HalL The Kannegaards re- 
ceived a framed certificate to 
display in their cafe. A wood- 
framed picture of Smiley, bor- 
dered by the medals he won in 
the Special Olympics, will hang 
in Scott's office. 

Representing the committee 
were Kathy Schenck, chairwo- 
man; Gordon Braun, Gerard Con- 
nelly, and Lori Shaw. Joe Baugh, 
the other member, was unable to 
attend. 

"What is most important, they 
(the Kannegaards) did it all on 
their own. No one asked them to 
hire John," said Schenck. 

"Things are happening in Mos- 
cow," said Scott. **Dramatic 
changes are being made. I'm 
proud of this community," 
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